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IIII.... AUTHORITYAUTHORITYAUTHORITYAUTHORITY::::

Deputy Secretary of Youth Services (YS) as contained in La. R.S. 36:405.  
Deviation from this policy must be approved by the Deputy Secretary .

IIIIIIII....                    PURPOSEPURPOSEPURPOSEPURPOSE:::: 
        

To establish uniform policy and procedures regarding Youth Case Records for  
Community Based Services (CBS) Social Services staff. 

            
IIIIIIIIIIII.... APPLICABILITYAPPLICABILITYAPPLICABILITYAPPLICABILITY ::::        
                                

Deputy Secretary, Assistant Secretary, Chief of Operations, Regional Directors, 
Regional Managers, Social Services staff assigned to a CBS Regional Office, CBS 
Program Manager, and the CBS Clinical Supervisor.  

IVIVIVIV.... DEFINITIONSDEFINITIONSDEFINITIONSDEFINITIONS ::::
                                    

Community Based ServicesCommunity Based ServicesCommunity Based ServicesCommunity Based Services    ((((CBSCBSCBSCBS)))) -Formerly known as the Division of Youth 
Services, including the regional probation and parole field offices located 
throughout the state.   

          
Juvenile Electronic Tracking SystemsJuvenile Electronic Tracking SystemsJuvenile Electronic Tracking SystemsJuvenile Electronic Tracking Systems    ((((JETSJETSJETSJETS)))) - the centralized database utilized 
to track all youth in OJJ custody or under OJJ supervision .    
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Social Services StaffSocial Services StaffSocial Services StaffSocial Services Staff    -    Social Services Counselors, Licensed Social Services 
Counselors, and/or Licensed Social Workers that are assigned to a CBS Regional 
Office to provide individual counseling services to the youth, and/or family 
counseling based on needs as identified in the “Support Services Treatment Plan” 
in JETS. Social Services staff may be involved in the delivery of other auxiliary 
services as defined by the Regional Director, Regional Manager and/or Clinical 
Supervisor.   [Refer to YS Policy No. D.15.3, Attachment D.15.3 (a).]

Social Services Master RecordSocial Services Master RecordSocial Services Master RecordSocial Services Master Record - A hard copy of documentation pertaining to 
treatment, court information, and case record materials as outlined throughout this 
policy. 

Master FormMaster FormMaster FormMaster Form – A printout generated from the JETS database, identifying 
demographics, legal, and family and caseworker information. 

Court DocumentsCourt DocumentsCourt DocumentsCourt Documents – Official documents from the court including petitions, court  
minutes, judgments, commitment orders, and any other document authorizing YS 
to accept custody, to allow reassignment, release and discharge of youth.

Clinical SupervisorClinical SupervisorClinical SupervisorClinical Supervisor    ((((CBSCBSCBSCBS))))    -    Licensed Clinical Social Worker (LCSW) in the State 
of Louisiana, responsible for clinical supervision and oversight of cases assigned 
to staff that are not licensed to practice social work independently .

Program Manager IProgram Manager IProgram Manager IProgram Manager I    ((((CBSCBSCBSCBS))))    –    A qualified professional with clinical experience that 
has functional supervision over Social Services staff assigned to a CBS Regional 
Office.

DataDataDataData,,,,    AssessmentAssessmentAssessmentAssessment ,,,,    GoalGoalGoalGoal,,,,    and Planand Planand Planand Plan    ((((DAGPDAGPDAGPDAGP))))    FormatFormatFormatFormat    –    A standard format for writing 
Case Narratives and Progress Notes which includes DataDataDataData    (information obtained 
from talking with the youth and from observation); AssessmentAssessmentAssessmentAssessment  (the counselor’s 
assessment of the information and of the client’s current functioning); GoalGoalGoalGoal    
(purpose of the plan); PlanPlanPlanPlan    (the plan for the next session which may include 
homework assignments, etc.) necessary to the goal.

VVVV.... POLICYPOLICYPOLICYPOLICY::::    

        In order to provide effective and efficient delivery of services to youth under 
supervision and treatment, a single treatment case record shall be established for 
each youth (YS Policy Nos. D.5.1 and D.15.2 provides information and instructions 
about Youth Case Records).



        Youth treatment case records are confidential.  Release of information shall only 
be made in accordance with provision of the La. Children’s Code, Articles 411 
through 417 or La. Revised Statute 15:574.12.
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VIVIVIVI.... PROCEDURESPROCEDURESPROCEDURESPROCEDURES::::

A. A hard copy of the youth’s Social Services Case Record shall be established 
for each youth and shall contain information regarding the youth’s 
progression in treatment. 

B. Narratives shall be entered in the Juvenile Electronic Tracking System  (JETS) 
following each contact with the youth, family or collateral sources within 
seven (7) working days. 

C. The Social Services Youth Case Record shall be maintained in the specific 
filing format outlined in E. below. All youth case records shall be marked 
confidential and maintained in a secured locked filing cabinet or locked desk 
in the assigned Social Services staff member’s office. The Regional Director 
and the Regional Manager shall have access to the youth case records as 
warranted. 

D. When youth, parents, and others who are not authorized to have access to 
youth case records are present in the office , they are not to be left unattended 
in any area where access to case records is possible . 

E. FORMAT FOR SOCIAL SERVICES YOUTH CASE RECORD:

The following filing format is be used in the hard copy of the youth’s Social 
Services Case Record. Documents shall be filed in chronological order with 
the most recent document on top, and in the order indicated below under 
each Clip.

Clip IClip IClip IClip I ::::            DataDataDataData

1. Probation Order
2. Consent to Release Information 

Clip IIClip IIClip IIClip II ::::    Case ManagementCase ManagementCase ManagementCase Management

1. Progress Notes (Individual and Group Notes in Hard Record )
2. Social Work Referral Form
3. Consent for Treatment/Confidentiality Form
4 Professional Disclosure Statement
5. Social Services Clinical Status Report



Clip IIIClip IIIClip IIIClip III ::::    Mental HealthMental HealthMental HealthMental Health     

1. Psychiatrist Evaluations and Assessments
2. Psychological Evaluations 
3. Historical information (Treatment Information)
4. Mental Health Forms (No Self Harm Contract, Safety Plans)
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ClipClipClipClip::::    IV Case ClosureIV Case ClosureIV Case ClosureIV Case Closure

1. Discharge Summary 
2. Social Services Closing Summary
3. Correspondence

The following forms are located in JETS and shall be reviewed in JETS :

1. Narratives
2. Case Staffing Reports
3. Family Intervention Service Intake Assessment
4. Supportive Services Treatment Plan
5. SAVRY/Social History

F. Documentation

Social Services documentation shall consist of the following, but is not limited 
to other forms, as per the Social Services Youth Case Record Format :

1. Narrative in JETS following contact with the youth, family or collateral 
sources, and the documentation of important information as it pertains 
to the youth.

2. Progress Notes in Social Services Youth Case Record, utilizing the 
Data, Assessment, Goal and Plan (DAGP) format for documentation. 

3. Group Notes indicating level of cooperation and participation in      
sessions when applicable. 

G. Confidentiality

1. Confidentiality is a means of providing the youth with safety and 
privacy and thus protecting the youth’s autonomy. Confidentiality is 
required by professional ethical standards , federal and state law.

2. Social Services staff shall protect all information provided by or 
obtained about a youth. The youth’s information includes the Social 
Services staff personal knowledge of the youth and the youth’s record, 
written or electronic. Information may be disclosed or released only 
with the youth’s written informed consent, if the youth is 18 years or 
older. 



3. Written consent shall be obtained from the youth and his/her 
parent/legal guardian if under the age of  18.  
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4. The “Consent for Treatment, Limited Confidentiality & Waiver 
Regarding Services provided by the Office of Juvenile Justice Social 
Services Staff” [see Attachment D.15.2 (a)], includes agreement about 
confidentiality continuing after the client’s death, unless there are 
overriding legal or ethical considerations . 

H. Destroying of Records:

1. The Social Services staff is responsible for destroying closed 
supervision youth case records after four (4) years from the date of 

case closure or the youth’s eighteenth  (18
th

) birthday, whichever is longer. 

2. Custody cases shall also be destroyed after six (6) years from the date 

of case closure or the youth’s (18
th

) birthday, whichever is longer. 

3. The two acceptable methods for destroying cases records are 
shredding and incineration.

                   
VIIVIIVIIVII.... QUALITY ASSURANCEQUALITY ASSURANCEQUALITY ASSURANCEQUALITY ASSURANCE ::::        

The Social Services Youth Case Records shall be made available to the CBS 
Program Manager and CBS Clinical Supervisor for auditing purposes pursuant to 
YS Policy No. D.15.3.  

VIIIVIIIVIIIVIII.... STAFF DEVELOPMENTSTAFF DEVELOPMENTSTAFF DEVELOPMENTSTAFF DEVELOPMENT ::::        

All CBS Social Services staff shall receive orientation, training and receive 
continuing education pursuant to YS Policy No. D.15.1. In addition, the type and 
amount of training required have been established and are outlined in YS Policy 
No.  A.2.24.
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